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CHARLES COUNTY GOVERNMENT i
RECORDS MANAGEMENT DIVISION

REClORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /\ «r--^ s
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Agency Division/Unit
Treasurer's Office

Item
No.

01

02

03

04

05

Description

GENERAL CORRESPONDENCE
Subject arrangement of original incoming letters, copies
of outgoing letters, memoranda, studies, reports,
directives, policies and other materials related to the
administration of the agency.

UNOFFICIAL PERSONNEL FILES
Files contain information on current employees. Files
may contain but are not limited to copies of applications,
annual reviews, reprimands, and disciplinary actions,
awards, doctor slips, accident reports, resumes, etc.

LEAVE AND TIME SHEETS
This file contains office copies of employees' daily,
weekly, monthly, and annual leave records including
leave and comptime requests, timesheets, etc.

BUDGET RECORDS
Annual Budget submissions. Monthly budget printouts
and workpapers.

BANK DEPOSIT LOG AND DEPOSIT SLIPS
Binder that may contain date, cashier name and code,
amount of deposit, and disbursement log for invest-
ments. Deposit slips are bank validated.

Schedule Approved by Department,
Agency, or Divisio/i F^ep/esentative
Date
Signatu
Typed Name^Tugene f L a u e r
Title County(Administrator

Schedule Authorized

Date «LUN 2 2

Signature j^yC**r*.

Retention

Screen annually and destroy
that material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development, and accomplish-
ment of the agency. Transfer
periodically to the Maryland
State Archives.

Retain for three (3) years after
termination, then destroy.

Retain for three (3) years, then
destroy.

Retain for three (3) years, then
destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.

by State Archivist

\ 1998
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Agency
Treasurer's Office

Division/Unit

Item
No.

Description Retention

06 ELECTRONIC STOP PAYMENTS
Copy of computer generated stop payment of check
which may contain the check number, date issued,
payee, amount of check, stop pay acknowledgment,
reason for stop payment, and date of stop payment.

Retain for one (1) year after
fiscal year, then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

07

08

09

10

11

12

13

Description

COPIES OF HANDCUT CHECKS
May also contain backup documents (i.e., copies of
check requests, copies of stop payments and memo
to re-issue check, etc.)

WIRE TRANSFERS AND ACH TRANSFERS
May contain copies of memos instructing monies to be
transferred either by wire or ACH. ACH transfers may
also contain copies of computer generated reports indi-
cating amount of transfer, transferee, receiving bank
account information, effective date of transfer, and
sending bank account information.

INVESTMENT INFORMATION
May contain copies of investment purchase sheets,
individual investor's files, and security trust monthly
reports.

COLLATERAL REPORTS AND PLEDGES
May contain information regarding securities pledged,
Statements of Pledged Activity, and authorizations to
deposit and withdraw securities for collateral.

BANK STATEMENTS
May contain copies of General Fund reconciliation,
Bank analysis statements indicating monthly fees
charged, and Portfolio valuation statements including
accumulated transactions.

CHECK LOG
Ledger book which may contain dates of check runs,
starting and stopping check numbers, and date and
check numbers for all voided and handcut checks.

RETURNED CHECK LOG
May contain actual returned checks for property taxes
or Motor Vehicle tags, copies of letter sent to payer,
date check was returned, name of payer, amount of
check, date notice was sent to payer, date restitution
was made, initials of employee sending letter to payer.

Retention

Retain for two (2) years after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy.

Retain for three (3) years after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy.

Retain for one (1) year after
fiscal year, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

14

15

16

17

18

19

20

Description

NIGHT DEPOSITORY LOG
Contains information regarding items deposited into
Night Depository including name, account number,
payment type and amount of payment.

ACCOUNTS PAY. & SECTION 8 CHECK REGISTER
May contain summary listing of checks paid each
week (includes check number, date, vendor number,
name and check amount.

MVA ACTIVITY REPORTS
May contain summaries of tags sold, owners' names,
title number, tag number, fees collected, vehicle class,
registrations voided, etc. from daily MVA activity.

DAILY MVA TAG RENEWAL LEDGER
Ledger includes number of tags sold, state and county
fees collected, and daily totals for each cashier.

UTILITY BILLS & ACCOUNTS RECEIVABLE PAID
Contains paid Utility and Accounts Receivable
billing receipts and may include customer name,
address, account number, invoice number, amount
billed, amount and date paid, and cashier validation.

CASHIER PRINTER TAPES
Printer tape of cashiers' transactions including cashier
code, date, type of transaction, receipt number,
document and check validation.

A/P & SECTION 8 CHECK SIGN-OUT CARDS
Log of checks released to individuals which may contain
date of check run, name on check, amount of check,
signature of recipient, initials of person releasing check.

Retention

Retain for one (1) year after
fiscal year, then destroy.

Retain for one (1) year after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy

Retain for one (1) year after
fiscal year, then destroy.

Retain for three (3) years after
fiscal year and until all audit
requirements have been
fulfilled, then destroy.

Retain for six (6) months,
then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

21

22

23

24

25

Description

PROPERTY TAX ROLLS
State Dept of Assess. & Taxation Control totals,
computer printouts of property owners, account
number and assessment information used for original
billing for any particular tax type and tax year.
Also includes Homeowner Tax Credit tax rolls.

TAX BILLING RECORDS
Tax billing records may contain amount
of taxes billed for the year, type of taxes billed
(county, state, special, charges, etc) and date and
amount of payments. Billing record information is
transferred to microfiche periodically.

PERSONAL PROPERTY AND PUBLIC UTILITY TAX
WRITEOFFS
Copy of each taxpayers tax inquiry screen, query
reports on amount of taxes owed, accounts receivable
reports on all unpaid balances prior to write-off, and
copy of write-off report sent to State of MD
Comptroller's Office.

TAX PROPERTY MAINTENANCE FILES
Contains information regarding changes to properties
such as address changes, property transfers (changes
in ownership), set-up sheets to create new accounts,
additions/abatements to assessment notices,
certifications for personal property billings including
public utilities, corporations and business personal
property, and Homestead Credit adjustments.

LIEN INFORMATION
Information concerning liens filed on corporations,
businesses, public utilities including copies of notices,
liens filed, returned mail and correspondence. Also
includes Lien Releases containing release of lien forms,
check requests to release liens, copy from Courthouse
that lien was released including cashier's receipt.

Retention

Retain for three (3) years after
fiscal year, then destroy.

Retain for fifty (50) years after
fiscal year and until all audit
requirements have been
fulfilled, then destroy.

Retain for twenty-five (25) years
after fiscal year and until all
audit requirements have been
fulfilled, then destroy.

Address changes-retain for two
(2) years after fiscal year, then
destroy.

All other, retain for five (5) year
then destroy.

Retain for three (3) years after
liens are released and audit
requirements have been fulfilled
then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

26

27

28

29

30

Description

MASS PAYMENT/BILLING INFORMATION
Files may contain queries, memos, correspondence,
Lotus spreadsheets, layout instructions, list of accounts,
manual billings, computer printouts, listing of accounts
paid through Mass Payment program billing tape.

SPECIAL ASSESSMENT INFORMATION
Files may contain any information relating to special
assessments including notice of liens, assessment
information, copy of ordinance, owners of record, plats,
agreements, release of liens, receipts from certified
correspondence, printout of lotus spreadsheets, copy
of transfer, tax bills, accumulative transaction listing,
amortization, assessment rolls, journal entries and edit
listings, check requests for refunds, transmittal
forms, copies of checks, general correspondence

AUDITORS1 BALANCING REPORTS
Assessable base-assessments billed and adjusted.
Accounts Receivable-taxes billed and adjusted.
Tax Refunds-held and released refund edit lists, refund
check register, updated refunds report.
Real Estate Bought at Tax Sale-all tax sale property
purchased by County Commissioners.
Unpaid Tax Listing-all outstanding taxes as of June 30

RETURNED MAIL
Tax bills and notices returned as undeliverable.

TAX SALE FILES
Purchaser's Tax Sale Files-check requests, paid tax
receipts, correspondence, court petitions, letters of
satisfaction. Tax Sale Auction-unpaid tax listing,
newspaper ad, incorporated town list, bid list, faxed
deletions. Tax Sale Redemptions, Tax Sale
Foreclosures, Tax Sale Books.

Retention

Retain for three (3) years after
fiscal year, then destroy.

Retain for five (5) years after
fiscal year assessment is paid
in full and until all audit
requirements have been
fulfilled, then destroy.

Retain for two (2) years
after fiscal year and until all
audit requirements have been
fulfilled, then destroy.

Retain for three (3) years, then
destroy.

Auction & Redemptions-retain
for five (5) years and until all
audit requirements have been
fulfilled, then destroy.

Tax Sale Books and
Foreclosures-retain for 25 years
and until all audit requirements
have been fulfilled, then
destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

31

32

33

34

35

Description

HOMEOWNER TAX CREDIT FILES AND
RECAPTURES
Homeowner tax credit certificates, listing of homeowners
with certificates paying semiannually, recaptured
homeowners tax credit information and tax credit
recapture release forms, check requests to State for
recaptured tax credits.

STATE TAX RECEIVABLE MONTHLY REPORTS
Copies of reports which include homeowner's tax
credits, agricultural transfers, copies of E-17 request for
state tax refund, copies of additions/deductions to
assessable base, check request for State taxes, copy
of check, state G/L transaction reports, tax receivable
summary, Report of Collectors of State Tax.

INCORPORATED TOWNS TAX RECEIVABLE
MONTHLY REPORTS
Monthly report of collections including check request
for town taxes, copy of check, municipal payment/
adjustment report, G/L transaction report, Report of
Collections.

HELD TAX REFUNDS AND PAID PROPERTY TAX
REFUNDS
Held Tax Refunds-pending property tax refunds
including correspondence and backup documentation.
Paid property tax refunds on corporation taxes, persona
property taxes, real property taxes and public utility
taxes. The file may contain the name of payee, address
amount of refund, check number, reason for the refund,
and any correspondence or back up documentation
for the refunds.

PAYMENT ALLOCATION UPDATES
Cashier updates and queries of tax payments, payment
edit listing, payment update and allocation, recalcs
and adjustments on tax accounts, interest updates,
accounts flagged for returned checks and utilities.

Retention

Retain for two (2) years after
fiscal year, then destroy.

Retain for five (5) years after
fiscal year or until all audit
requirements have been
fulfilled, then destroy.

Retain for five (5) years after
fiscal year or until all audit
requirements have been
fulfilled, then destroy.
audit requirements have been
fulfilled, then destroy.

Retain for five (5) years after
fiscal year of refund and until
all audit requirements have
been fulfilled, then destroy.

Retain for five (5) years after
fiscal year and until all audit
requirements have been
fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

36

37

38

39

Description

BALANCE OVER TAX SALE
Correspondence, check requests, assessment notices,
settlement sheet, deeds decree, lotus spreadsheets,
copies of driver's licenses, affidavits, memos, death
certificates, chart of heirs, last will and testaments,
petition for letters' testamentary, estate inventory,
appraisals of real estate, list of interested persons
(Register of Wills), tax bills, certified receipts, balance
over tax sale receipt, newspaper printout and
Courthouse listing, certificate of sale, old
correspondence, receipts from certified letters.

BANKRUPTCY DEAD FILES
Closed bankruptcy cases-forms, bankruptcy notices,
correspondence containing bankruptcy proceedings
and dismissals/discharges of debtors.

FRONT FOOT SPECIAL ASSESSMENT CHANGES
Forms authorizing increases or decreases to special
assessments for current or prior years on the tax rolls.

PAID TAX RECEIPTS
Record of taxes paid with validation by cashiers.

Retention

Retain for five (5) years after
fiscal year of disbursement,
then destroy.

Retain for two (2) years after
fiscal year in which case was
discharged/dismissed, then
destroy.

Retain for five (5) years after
fiscal year, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.



Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
',' : P.O. BOX 275

JESSUP, MARYLAND 20794

. AGENCY RECOROS INVENTORY

PAGE OF

lt D epartment/Agency

Charles County Government

2. Division

Treasurer's Office

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and deposition purposes.

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Indude (he purpose or function of the series.

•'•Correspondence reference number, customer's; name, correspondence subject, date, and

initials of person sending correspondence out.

7. Record Series Fomiat(s)

Letter Size • Microfilm

• Legal Size • Computer Tape

• Bound Book • Floppy Disk

Q Audio Tape Q Video Tape

••Other (specify)

8. Record Series Sequence

Q Alphabetical

• Numerical

Jzf Chronological

• Geographical

D Other (specify)

9. Volume

1

O File Drawees)
'-'• G Microfilm Reel(:
D Computer Tape(s;

Number ;.;,;. ' ; D ...Other (specify)'

L o o s e l e a f Binder'^•^•fPZ"^

10,-AnnuaJ Accumulation l^'V^sS^l
••-•'•••i''c'.':'D "File Drawees)"

L e s s t h a n : ;v:;a>ficrofnrn':Reel(:
1 B i n d e r ; o Computer.Tape(s;

Number ' D Other (spedfy)

11. Re is Us
Daily D Weekly D Monthly

12. File Becomes Inactive After
/ . O Month(s)

Number :
Year(s)

13. Current Location(s) (Bldg., Roor, Room)

Treasurer's Office.- table in front office

14. Is Record Series Duplicated Elsewhere? . . - . - •
• (If yes, specify agency or office) :'."

• Yes D No A c t u a l c o r r e s p o n d e n c e ' i
filed in cabinet in bac

15. Access Restrictions a Yes
(rf Yes. ate Law(s) & Regulation(s)

No 16. Aucfit Requirements . office.

:^i-;: ŝl None f. D State : D Federal . " - 7 D Independent ;';'.&

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

D Yes

18. Recommended Retention

/*?. Name and Title of Preparer

Betty J. Windsor, Head Cashier

20 . Telephone Number • --••!-•

645-0709 (x709)

21. Data ,. '.., -1;>.

Apr i l 29, 1997

<iS> aaO-4 (Kav. 1/S3)

''FZk'i' ' '



.e* * , - , £ 7 i - _ * — . -fypg w p r i n , a separate form for each
V . > « I H W or revised record series, forward with Record

"Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types o^informationrvdocuments/forms found in the series. Include tho purpose or function of the series.lesen

\

\

7. Record Series Format(s)

cyLetter Size D Microfilm

O Legal Size • D Computer Tape

• Bound Book • Floppy Disk

D Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical /

O Numerical /

•• Y

Chronological

D Geographical \

D Other, (specify) \

—r \
\

9. Volume

Number

D Rle Drawees)
D Microfilm Reel(s

D Computer Tape(s)
D Other (specify),

10.-Annual Accumulation
D File Drawees)
D Microfilm Reel(s;

D Computer Tape(s)
Number D Other (specify)

A4-AJL
11. File is Used

• Daily O Weekly

/UYVJI

D Monthly
12. File Becomes Inactive After

'••• O Month(s)

Number

C Year(s)

13. Current Location(s) (Eildg.. Floor. Room)

r.o,
14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)
D Yes \ . a No

15. Access Restrictions • Yes
(H Yes! cite Law(s) & Regulation(s)

16. Audit Requirements

/ None D State

• • V

D Federal D Independent

17. Is an Index System Used? (If yes, explain/briefly and describe
any hadware/software

O Yes

18. Recommended Retentionv-

Name and Title of P 20. Telephone Number 21. Data

i S3O-4 IKev. 1/93)









.-.•••/.•tructions - Type or Print a separata form for each
^ or revised record series, forward with Record
"Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

2. Division 3. Unit

DEFINITION - RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

j y&Aj y J& sk^^-dW

7. Record Series Format(s)

• Letter Size • Microfilm

D Legal Size O Computer Tape

jund Book • Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

fey Chronological

O Geographical

D Other (specify)

9. Volume

Number

D File Drawees)
• a Microfilm Reei(s

• Computer Tape(s)
• Other (specify)

10. -Annual Accumulation
• File Drawees)
O Microfilm Reel(s

• Computer Tape(s)
Number • Other (specify)

11. File is Used
O Daily D Weekly d Monthly

12. File Becomes Inactive After
• Month(s)

Number
D Year(s)

13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes B7 No

15. Access Restrictions a Yes
(If Yes. cite Law(s) &.Regulation(s)

16. Audit Requirements

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

18. Recommended Retention

• Yes No

9. Name and Title of Preparer 20. Telephone Number 21. Data

CiS 5=0-4 lHav. 1/93)





'-rSSJ-v-^y'w
:.;-ffitructions . Type or Print a separate form for each

*'%ffiB"M o r revised record series, forward with Record
..^Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally fiied and used as a unit for reference as well as retention and disposition purposes.

5. Earliest Year/Latest Year
•-;•••'• • • t o T / T

6. Record Series Description (Briefly describe the types of infarmationn/documents/fonns found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

D Letter Size D Microfilm

Q Legal Size

O Bound Book

• Audio Tape

r (specify)

Q Computer Tape

• Floppy Disk

• Video Tape

T ir[

8. Record Series Sequence

• Alphabetical

D Numerical

Chronological

O Geographical

D Other (specify)

9. Volume

Number

D File Drawees)
' O Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

10. Annual Accumulation
• Re Drawees)
D Microfilm Reel(s)

D Computer Tape(s)
Number • Other (specify)

11. File is Used
O Daily D Weekly a Monthly

12. File Becomes Inactive After
_ _ _ _ _ _ D Month(s)
Number [

D Year(s)

13. Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office) /)~ ~
a Yes D No r

15. Access Restrictions a Yes a No
(If Yes. cite Law(s) & Regulation(s)

16. Audt Requirements

O None D State D Federal & Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software -

18. Recommended Retention

D Yes a No
J 6 IV-

)<?. Name and Trbe of Preparer

r
20. Telephone Number 21. Oats

aoO-4 (Rev. 1/93)


